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PERSONNEL DIRECTOR MEMORANDUM NO. - 53

et

: SUBJECT* Treaning E?q?nem—e£ the Personnel Career Service Tr=ziwmi™me Mol (L 1.

RESCISSION: PDM No. 31-52, Subject: Désignation of Training Liaison Officer,
dated 23 June 1952

C‘ar’e e Seruvice
1. This memorandum establishes the policy for Personnel Gffive- train-
ing activities and is applicable to all individuals who receive the caresr
designation PE. Training activities as covered herein are those planned

instructions given either on or off the job for the purpose of increasing

24 To the end that the mission of the Personnel Offiee be accomplished

employee capabilities for better job performance.

with efficiency and economy, it is the policy that:
(a) Training needs be identified quickly enough to get benefit
from development of the skills involved, and that each need be met
on the basis of its urgency. |
(b) Only such training be given as required to develop specific
abilities essential to most effective and economical performance of
assigned mission.
(e) Each employes be provided the opportunity of deve;?ping his g
capabilities to the maximum extent that can be used by the’@%fggéql) fﬁAf éw“éﬂ
(d) Each employee be provided the instruction needed by him in

achieving and maintaining optimum production within a minimum period

of time.
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(e) Each employee be motivated to develop his pewmsemel abili-

’ 1thren '1}‘6 Yiys gwen o €€ ot S,
ties te—the—hiphest-pracvticable-—teved

(f) Primary attention be given to.on-the-job training of employees
by their supervisors, with off-the-job training being given only when
more efficient and economical.

(g) Required training be given to present and new employees

before they are assigned to a specifie job, when practicable.

3+ Types of Traininge. The following types of training will be avail-

able to members of the Personnel Career Service:

(a) Training in the duties of their assignments, and internal
training and rotation in the various functions of the Personnel Career
Service including the personnel activities of all Agency components.

(b) Indoctrination, orientation and training offered by or through
the Office of Training including training in other government agenciés
and in educational institutions.

(¢) Career development assignments to other components of the
Agency.

L. Requests for Training. A Training Request (see attached) must be

gjes“-g,j 'f..}'}:t =N
submltted.when ihﬁ individual desitesmbe take any training including

courses conducted by the Office of Training, by other Agency components,

or by outside institutions. (The primary purpose of requiring comple-
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tion of 4 Zraining E%quest when an individual desires to take courses of
instruction on his own time and at his own exzpense is to obtain security
clearance for such action. No suchdgequests will be refused within the
Personnel Office, and the individual will thus be relieved of the nscessity
for any further action to obtain the necessary security clearance.) A4
Training Request must also be submitted for any inter—division or inter=
staff training within the Personnel Office, or for career development

assignments outside the Personnel Career Service.

Requests may be initiated by the employee or by the immediate super~
visor, wibirbhre-empleyeerts-eonenrrence. Training Requests will be submitted
in duplicate through the appropriate staff or division chief to the Personnel
Office Training Officer who has the authority to approve iLlGRequests except
those involving more than two weeks! absence from work or the expenditure
of training funds. The Personnel Office Training Officer will forward all
ﬁ@quests that contemplate extended absence or expenditure of funds together
with recommendation to the Personnel Director for review. After a decision
has been made, approval or disapproval will be noted on both copies, and
the original will be returned to the initiator through appropriate channels.
The duplicate will be retained by the Training Officer, who, if the @@quest
is denied, will forward the copy for inclusion in the individual's persomnnel
folder, and if approved will execute any forms required by the Office of

AN L) K\u‘ueh{'
Training as the result of the approval, and will defer filingﬂuntil such time

L ]

[
as he may file with the—reque&? verification of completion or abandonment of
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the training. This verification will ordinarily he in the form of a
report on the student's accomplishments by the facility conducting the
training. These reports will be discussed by the Training Officer with

ko ividuzl's
thehimmediate supervisors.

5. The Personnel Office Training Officer

{(a.) The Personnel Office Training Officer is responsible for
v Capreeyr Screice
coordinating the training function within the Personnel &ffiee. To

accomplish this he will:

fff’M:? ¢t) Prepare for the Personnel Director and the Personnel
gf“ Career Service Board quarterly reports on training received by
4
;ﬁ members of the Personnel Caresr Service. Each staff and division

chief will provide reports of any training conducted within his

jurisdicetion during such period.

Q;) Prepare the annual Personnel Office estimate of funds
required for external training.

(}) Provide the Personnel Director and the Personnel Career
Service Board with staff assistance and advice regarding all train-
ing matters affecting CD-PE personnel.

(b) The Training Officer will also serve as Training Liaison

Officer and is responsible for liaison with the Office of Training in

regard to training of members of the Psrsonnel Career Service., To
-l -
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accomplish this he will:

(1) Coordinate training requirements within the G£fics-—ef Personnel

raer Servicedn order to help bring about realization of training objectives

and communicate these requirements to the Office of Training.

(2) Ascertain the availabil;ty of O#gice of Training resources
for assisting the Oféiee—of Persgn;gfg\'{é; mezg ;.:c.; et~lv:retining
requirements,

(3) Provide the Office of Training with names of persons
assigned to the Persomnel Career Service who will participate in
Agencyesponsored training programs,

(L) Provide division and staff chiefs and the BB/P-Training

o€ uthen Q%‘m w CompPernent§ wWibthin which Fleee mer ﬁp,f‘}::i,,.,w;
Officenbpith information of training opportunities within or b
outside the Agency for which members of the Personnel Career Service
may applye

(5) Perform the specific duties assigned him in this memorandum
in connection i th processing all tralning and career development

requests.

6. Supervisory Responsibilities

It will be the oontinuing\responsibility of supervisors at
all levels to assure that their subordinates are afforded every
'opportunity to participate in training programs that will contribute
to the individual's effectiveness, To,accomplish this, they will:
(a) Conduct appropriate intra-component training at their

own level and make recommendations regarding rotation or training
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among components at the next higher level., If this type of traine
ing contemplates activity beyond the staff or division level it
;hpquest as in paragraph
ly, above,

(b) Evaluate on a continulng basis the training requirementsA
for subordinates under their supervision (this in addition to the
intermittent, formal statement in the PER).

(¢) Give complete dissemination to all issuances received from

the Personnel Office Training Officer regarding training oppor=

tunities,

Office

ﬁ%gignation of Training Officer Qutside the Personng

training offered by;y- ards ged through the Office of Training, he
will establish 4he necessary‘ll-f
Training #{aison Officer of the Perdqunel Office, Similar
arnaﬁQZf;nts will be made with other mads

components as necessary,

Records of Training Completed

As stated in paragraph l, above, adequate documentation of all
training conducted by the Office of Training, other Agency components,

and by outside institutions at Agency expense, will be accomplished,.
Sk i
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However, this, as well as all other training and orientation,

whether taken inside or outside the Agency, will be reported by the
ertomy et Evelastion Repov T

trainee on the firstﬂ submitted after the training is completed,

¥l s i Y'“--j{"““‘. we T o o
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o ROUTING AND RECORD SHEET

INSTRUCTIONS: Officer designations should be used in the “TO" column.
and each comment numbered to correspond with the number in the “TO"’ column.
before further routing. This Routing and Record Sheet should be returned to Registry.

Under each comment a line should be drawn across sheet

Each officer should initial (check mark insufficient)

25X1A

" | No.

DATE {0 A/ﬂ‘7/ 5 ?

DATE

_REC'D FWD'D

OFFICER'S

INITIALS

COMMENTS
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14.
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